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                                                                            STUDENT JOB OPPORTUNITY
	

	JOB TITLE:   Summer Student Assistant


	DEPARTMENT:  Career Services


	CONTACT PERSON/EMAIL/PHONE #:  Jane Nini, Director, Career Services, ninij@etown.edu or 717-361-1206
TO APPLY:  Send email and resume to Jane Nini, Director of Career Services


	STUDENT JOB DESCRIPTION:  The Student Assistant performs administrative duties, some of which may be confidential in nature.  The assistant needs to be proficient in data entry.  Competency in Microsoft Office is desirable.  Responsibilities include greeting visitors to the office, copying documents, assisting in the preparation of mass mailings, maintaining office display boards, entering job postings in the database, and special projects as assigned.
QUALIFICATIONS: 
· Ability to work weekends.

· Ability to preserve confidentiality of information.

· Good interpersonal skills

· Exceptional customer service skills.

· Excellent written communication skills.

· Excellent oral communication skills.

· Sense of creativity.

· Accuracy in data entry.
· Attention to detail
· Proficient with Microsoft Office (Word, Excel, Access, Publisher)

PHYSICAL DEMANDS
· Regularly required to remain seated in a normal position for long/extended periods of time.

· Occasionally required to stand for long/extended periods of time.

· Regularly required to move about.

· Occasionally required to reach up and out with hands & arms.

· Regularly required to talk and hear; verbally express information or instructions.

· Regularly required to use hands to grasp objects, type, pick up objects, move objects or hold objects.

	HOURS and/or HOURS PER WEEK REQUIRED: 8-10 hours/wek


	PAY RATE:  $7.45/hour


	SPECIAL SKILLS NEEDED (for example—drivers license/van training, CPR, etc.): 
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